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(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
NOAA COMMISSIONED OFFICER BILLET DESCRIPTION
FROM:
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC ROUTING CODE: OMAO CPCZ
ADDRESS: )

THRU (Liaison Officer):

BILLET TITLE: BILLET #: 0522
Chief, Recruiting Unit PHONE NUMBER:
RANK REQUESTED: (0-2. 0-3, 0-4, etc.) O-4 (This block to be completed by liaison officer) ‘

IS THIS A NEW BILLET: [ YES Inw~o
GSIGM EQUIVALENT: BILLET PRIORITY:  []A, B, [Jc. []R
IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:

(301) 713-3444

EDUCATIONAL REQUIREMENTS:
Supervisory training, including GWAPAS.

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)
Management experience and strong interpersonal skills.

1. GENERAL DESCRIPTION OF BILLET:

This position involves supervising the entire recruiting process for the NOAA Corps, from prospective candidate's initial
contact with the recruiting office to the day a new officer enters the Basic Officer Training Class at the Officer Training Center.

2. DUTIES AND RESPONSIBILITIES:

a. Is this a supervisory billet? YES |:| NO
b. If so, state number and grade of personnel supervised. Number: 2 Grade(s): O-3

The Recruiting Chief is responsible for:
- management of the Recruiting Unit budget;
- correspondence to prospective candidates, professional recruiting organizations and other government recruiters;
- maintenance of all files for candidates, colleges, and field recruiters;
- college relations (over 500 universities) including travel to specific schools;
- coordination and management of appr. 100 days TDY/recruiter/year;
- design, publication and distribution of NOAA Corps material;
- distribution of candidate files to the Officer Personnel Board for review;
- maintenance of the PC based network with its associated software;
- coordinate recruitment policies and other duties with the Chief, Career Development Division
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3. CAREER DEVELOPMENT OPPORTUNITIES:

The chief will be familiar with the personnel needs of the Corps through liaison with the Director, Commissioned Personnel
Center, Chief, Career Development Division, and the Chairman, Officer Personnel Board. The officer also monitors current
and projected shortages of recruits and designs the recruiting program to correct for shortages.

4. ADDITIONAL COMMENTS:

The officer must have strong interpersonal and administrative skills. Dealing with the public is a daily event. The officer will
make numerous group presentations, interview candidates in a one-to-one format, and frequently meet with senior NOAA
Corps officers and college administrators.

The officer must be familiar with all components of NOAA and the NOAA Corps to be able to answer the multitude of
questions that will be presented by prospective candidates and university staff.

Strong computer skills are highly recommended.

Excellent officer bearing is necessary.

SIGNATURE OF SUPERVISOR: DATE:
05/24/1993
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